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Important 


Radio and television interference 


Tile equiptnen{ duaitnd in this manual generates and uses radio. 
fTequeaq energy. if it is na inRaUed and used propedy-4hat is, in 
strict 


Tbis equiptnent has bea eRed and complbs with the limits for a 
Class B computing device in accordance with the specifications in 
SubFnn J, Part 15, of FCC ruln Tbue lulu are d=i8ned to Fxovide 
reasonable protection against such interference in a residential 
iwtallnion. However, there is no guarantee that the brterfennce 
will not new in a particular insallation, especially if a 
erabbit+ar' television antenna is used. (A rabbIt e& antenna is 
the tele=opinenH type usually found on television receivers.) 


You an determine whethn your aomputer is owing interference by 
turning it off. If the berfuenae sops, R was probably caused by the 


/f your computer system dns au= interference to radio or 
television reception, you an try to aorrea the interference by using 
one or more of the following munuu: 


a Tum the telwision or radio antenna until the interference 
stops. 


a Move the computer to one side or the aber of the television or 
radio. 


a Move the aomptan farther away from the television or radio. 


a Plug the computer inn an outlet that is on a different Circuit than 
the television or radio. a:hat is, make certain the aomputu and the 
radlO or television are on drcui ts controlled by diffneat circuit brakus 
or fuses.) 


a C2>nsidu installing a raoftop television antarna with a 
coaxial cable leadin tntvear the antenna and the television. 


Yar rmy find helpful the following txx>kin, preFnnd by the 
Federal Cotnmunicnions Ck>mmissioa: ' Flow to Identify and 
Resolve Radio.TV Interference Problems.¢ This txx>kla is 
available from the U.S. Gowmment Printing Office, Vashington, 
DC aHO2. 


This product was FCC aertiled Wider test conditions that Included 
use of +llelded cables and connectors between system components. 
It IS Important that you use grlelded caBles and connectors to reduce 
the posgt>ItIN of caugng Interference to radios. totevtgon sets. and 
other electroniC devices. For Apple peripheral devtees. you can 
obtain the proper 

device& contact the manufacturer or dealer For assistance. 


xi 


—— Preface 


A fae8limlle maehine 
t7artsmtt3 an Image of a 
ck>cument over telephone 
lines. Thus. a fac9milo 
machine is gmllat to a cooy 
machine that can have it's 
output tray mtle s away. 


A modem is a perlpheral 
device that links your 
computer to other 
computers and 
COmmunICatiOn tools using 
telephone lIlnes. 


xIl Figures and tables 


About Joan Rivers 


your Riven” brings together two powerful 
communication toojs-qhe fbcsbnUe (n) mach{f{ne and 
your Apple® Madatosh" computer. The result is 
something completely new in cbsktop 
aoarmuniations. You can now use your Madntosh 
comFner to send or naive in image of a document to or 
from fax machina ararnd the world. 


In addition to providing a link to fax machines, fom 
Rivers also lets you commurUate with other 
Macintosh computers that are using the four Rivers 
modem and software. vial foan Rivers, UF>todate 
information is never futher away than your 
Macintosh. 


This Bride shows VW how to set up and un fOla Rivers. 
Here’s a 


a Chapter 1 peenB a brief inuoduaion to yoan 
Rivers-ghe yoan Rivers modem, the Joan Rivers 
applicaUon, and the Joan Rivers 

a Chaper 2 tells you haw oo connea the four 
Rivers modem to your Madntosh and how to 
install the fOla Rivers software. 


a Chapter 3 is a utodal that shows you how o send 


o ChapIn 4 shows you how 0 do all of the basic tasks 
that you'll need to know when using Jan River& 


a Chapter 5 is a nfennce seaion that includes a 
summary of the Joan Rivers application. 


a Cluper 6 eRs you what to do if something Bus 
wrong. 


a Chapter 7fuusa on how to are for your Joan Rivers 
modem. 


a Appendix A desaitH the LQ aett© <Frabty) fonts, 
which van cea ta nrevina hinhetuahty iaukQee whan 


a Appendix B is a time-zone map of the world that shows 
you the time of any pha in the world, in elation to your 
time. 


a Appendix C desaitns the fOla Rivers modem 
commands, which you an un with a coaununiations 

a Appendix D shows yar how to anaea an extra piea of 
equipment, such as a general-purpose modem, 
to your joan Rivers modern. 


a ApFnndix E shows you how to set up your Joan 
Rivers modem if you don’t have a modular phone 
jack 

a Appendix F is a echnial desaipaon of how the modem 

works. 


a Appendix G lists the modem’s spedfiaaons. 


/fVW find a turn you don’t uncbnand, look up its defuUtion 
in the glossary at the back of the manual An index to help 
you gridcly loate information is also included. 


What you need to know to use this 
guide 


To use this Buick, you need to be funiUu with basic 
Macintosh vuahlllary and skills. If wn do not know how 
to drag and dick with the main, to selea commands, or 
to un windows, read your Macintosh owner’s guide to 
learn these Macintosh basics. 


About this mar\wl xiii 


xiv 


Importa 
nt 


Figures and tables 


Do you have what you need? 


To set up Joan Rivers, you 
rnecl 


GPlThe fain Rivers mcxlear and its power 

supply. 

a” A Madntosh computer. You can use a Madntash 
Plus, a Macintosh SE, or a Madntash Il. You 
cannot use a Macintosh 512K or a Macintosh 
512K enhanoed. 


a The correct data able. Vhen yar bought your 
modem, you should have also pu© @ibe Apple 
System/Peripheal.8 Cable, part nulabe M0197; 


a A lelephone line. IM>Ian to use yan mcxlem 
exensively, yar may and it worthwhik to arstall a 
econd phone line that is dediaed to the moan 


You may also want to nt up Jan Rivers with one or 
more of the following iems: 


a A hard disk arch as the Madntosh Hard Disk 20 or 
Apple Hard Disk alsc Using a hard disk makes working 
with foan Rivers much eastersinee soau of the files that 
you'll ante will be very large and will regan a lot of 
space. Also, a hard disk is recommenchd txcaun you will 
need plenty of free space to store incoming files. 


a A printer such as an kna8cVriere or a ]4serVriter.° if 
you want to naive and print brIBes, your Macintosh 
must have access to a prince& The pallet an tx 
conneced directly to your Macintosh or to a network. 


Important 


B A telephone with a modular cord. If you aaach a 
telephone to your modem, you can manually dial a 
telephone numtxr, as opposed to leUng the modem 
automatially dial a telephone numlxr for you. Also, 
connecting a telephone to the modem is convenieni- 
it’s handy to have a telephone nearby. 


The Joan Rivers rTx:>dem b designed to sora and recelve 
Images over the public switched telopFx:>ne network. The 
telephone you connect to the Joan Rivers modem should be 
one that will work with the public pN>ne system. However. 
you cannot use a pay telephone with the Joan Rivers 
modem. Also. telepFy3nes made fora digital PBX G>dvate 
branch exchange) may not work udtt1 thls modem. If you 
have doubts regarding your telephone or teleptx>ne 
IInes. check with a telecommunlcatlons expert. 


Do W>u have wRIt you need? XV 
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Chapter 1 


Introducing Joan Rivers 


A tax fll© ISa 

Macintosh document 

that's been formatted 

for facsimile 

transml sgen. You can send fax 
6183 tO fax machines or tO 
other Joan Rivers Stations. You 
can also open a tax nle and 
look at it. however you cannot 
edit it. 


Maelntosh flles-as Its used 
here-includes Macint091 
documents and Iles. 


Your Joan Rivers Station 


By using the Joan Rivers hal<twan and softwale, your 
Madntosh compller txcomes a foan Rivers Station Think 
of a Joan Rivers Station as an electronic post office. Al 
this post office, you can send and naive difFerent types 
of files-H ales and Madatosh files. 


aggle 1-1 shows how you fain Rivers Station =ads a 
Madntash document to a fax machine. 


MSC NNNN 
ART: NN x 8.5 pi 
12 pi text to FN b/b 


Figure |. 1 
How a Macintosh document travels from a Joan Rivers Station 
to a tax machine 


To send lila, you’ll use two picea of software-qhe 
yoan Rlvus ruource and the Joan Rivers appHadoa. 


Mar the joan Rivers resource, you 
can 


a Fax a single Madntash document quickly and easily 
from within an appliaUon to a Joan Rivers Station or 
a fax machine. TIle Joan Rivers nsouree 
automatially mika a fax file from the current 
Madamsh document and transmits the file, leaving 
the original document baal Using the you/ Rivers 
resource to fax a Macintosh doarment is similar to 
printing a Madntosh document, exapt that with the 
fola Rivers resource you are sending an image of the 
document to a -printer’ that is located mBa away. 


a Make a fax file from the aaive Madamsh document and 


Ona you have made a fax file, you an send it with 

the Joan'Rivers appUation Sometimes you may wish 

to send a fax file with the appbation instead of the 

resource, beau= the appUaaon gives you more options 

for sending files. With the Joan Rivers application, 

you can 

a send Madntosh files, such as a report wdaen with 
NanlWwita!l®? an tha ManVata annly 4 

a send many files to one destination iadon itself 

a send a single file to multiple 

desdrudons 


a send your files to another joan Rivers Sudon 
that will temporarily store and then forward the 
files to their final destination 


a send your Bla and then prompt the receiving your 
Rivers Station to wai its 61es back n you 


a send fax files that you have created with the 
ruource, taking advantage of all the application’s 


foaturac 


The Joan Rivers appliadon difFers in one more 
si8ninant way from the resource. The appUcaaon also 
lets you recette files-doth fax files and Madntosh ala. 
Your Joan Rivers Station will automatically save 
tx>th tyFns of incoming files. Once you have received 
fax files, you an print them using one of several 
command in the Joan Rivers application 


Your Joan Rivers Station 3 


Group 2 and Group 3 
denote two different 
categorles of tax machines. 
If you're not sure about the 
receiving tax machine's 
type. check with the 
machine's operator. 


The Joan Rivers softwae only works with the yoan 
Rivers modern. The joan Rivers mcxlen is a fax 
modem which is difFerent from most other mtxiears 
tnc=use it can communicate with Group 2 and Group 
3 fax machina. The modern an also communicate 
wah other Joan Rivers In<xiems. When the male in is 
communicating with fax maddnes yar an end and 
relaive fax file; when it is communiaanB with other 
faIn Rivers m<xiems you an send and naive fax files 
and Madntosh files. agIle 1-2 shows the difFerent 
routes that fax f{Un and Madntosh files can travel. 


MSC NNNN 
ARr: NN x 37 pi 
a).5 pl text to FN b/b 


Figure 1'2 
Where you can serxl fax 6163 and Macintosh Iles 


A visual summary of Joan 
Rivers 


Figure 1.3 shows you how to und a fax file to a fax 
machin or a Joan Rivers Station Figure 1 + shows you 
how to send a Madntash document to a foul Rivers 
Station. 


Chapter 1: Introducing Joan Favors 


MK:: NNNN 
ART: NN x 17 pl 
a).5 pi text to FN b/b 


Sending a fax Ile to a fax machine or a Joan Rivers Station 


MSC NNNN 
ART: NN x 17 pl 
20.5 pi text to FN b/b 


Sending a MacIntosh document to a Joan Rivers Station 


A vtxnI summary of Joan Rivers 


Take your time to rwiew the figures arehdly. WInn 
you are ready, alm to Chapter 2, which will ucb you 
how to set up yau Joan Rivers Station 


Chapter 1: Introducing Joan Rivers 


ghapter 
2 


Planning .ahead 


To naive fax files and MadnalISh files, your four 
Rivers Station must tn On an open Jan Rivers 
Station has its fOla Rivers maha on and its foan 
Rivers application running. 


You should plan a time when you want to leave yau station 
open so it won’t aonfba with nur re8rdu use of your 
Macintosh. You shadd thal notify the appnpdate 
people at>art this time so that they an und their files 
when your station is ready. 


It’s imporaurt to su aside a time like this so that you not 
only receive the files sent oo yar, but abo so that you’re 
not intenuped when working with the fain Rivers 
appliadon When your station detects incoming files, the 
appHation suspeads wha&ever you’re doing and 
automadally tn8ins to naive the nla. So you are, in 
efFect tempondly 'kxked alt- of the appUatiort Before 
you can lewin using an appliatioa yar have to wait until 


If you dIna to send and receive many files, consider 
leaving a yoan Rivers Station open all the time. IIb , 
in effect, means turning your Macintosh into a fax 
machine However, the tnnefit is that you won’t lwe 
unplanned incoming files. 


Getting acquainted with the Joan 
Rivers modem 


Before =ning up the mcxiem, arm it around and 
look at the back paul to tncoae familiar with the 
modem’s ports and connectors. agile 2-1 prunB a view 
of the back of the modem IFigure }1 in the next chaper 
inuoduas you to the modem’s front panel.) 


Chapter 2: Putting Together You Joan Rivers Station 


Telephoneline connector 


TeleDhone connector 


Pas'through+noelem part 


Macintosh POrt 
Power connector 
Power SWItCh 


Warning 


MSC NNNW 

ART: NN x 8.5 pi 
12 pl text to FN 
b/b 


Figure 2'1 
Back view of the Joan F:twas modem 


Settina up the loan Rivers modem 


INUW ULIGL YUU GLU GAUYLGLILLCU WLLL LLIT JUG INIVELS 
modern’s ports and conne urs, follow the 
instructions given in this seaion to connect the 
mcxiear to your Macintosh. 


ngun 24 for a quick visual surnmaly of the 
completed installation. 


Choosing a location 


You an stack the four Rivers modem dinaly on top of 
a Macintosh external disk drive, and place the power 
supply undemcath the desk or in anotinr outof-the.way 
place. 


Don't cover the alr vents on top of the modem with papers. 
books. or other objects. Dolng this could cause the 
modem to overheat. 


Chapter 7 daaitns other fa@n to consi cbr when you 
set up your modem. 
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Notifying your local telephone company 


Some 8elephoae companies require that you notify 
their local businu oHM when yai hook up a mocbhm to 
their lines. If this is the use for your particular 
telephone company, give the following information to 
the company’s laal business offia: 


a FCC Registration Numtnr: BCG7%noaa-m.x. Ibis numtxr 
confirms that your In<xiem has indeed Uea 
approved by the FCC 

a The Ringer Egg%lena Nwnlxr, 0.ax. abe total of 


the.finger equivalence numIxn for all the telephone 
equipment on a single phone line may not exaed 5.0). 


a Manufacturer, Apple Computer, Inc. 
a Model NuariInn M0177. 


a in Canada, loch nulInIne 0.0x This numin confirms 
that your modem complies with RFI and EMI 
safety standards. 


+ Note Your elephone company may also require 
you to notify them when disconnecting your 
modem from their telephone lines 


Connecting your modem to the phone line 


You may use your Joan Rivers mcxiem with or withart 
a telephone aaa c:hed to it in either an, the mcHem 
basically works the same way. However, if yar atach a 
telephone, you an manually dial a telephone numlnr 
when calling other fax machines or Joan Rivers 
Statiorrs. (Chapter 4 aplains how to manually dial a 
telephone aumlm using the Manual option in the 
four Rivers ruource.) if you intend to krsall your 
mcxiem without aaachin&8 a telephone, skip the first 
step of the following krsuuaions. 


1. Connect the modem to your telepflone. 


Unplug your telephone's modular able horn the jack 
on your wall by pressing de la:king ab. Plug the able 
into the modem’s telephone cart7tectar, which is 
marked by a telephone icon, as shown in figure 2-2. 


Chapter 2: Putting Together Your Joan Rivers Station 


An leon is a symbol or a 
graphic representation. 


MSC MSC 

NNNN NNNN 

ARr: NN x ART: NN x 

15.5 pl 15.5 pl 

19 pl text to FN 19 pi text to FN 
b/b Unplug your b/b Plug it Into the 


Connecting the modem to /ou telephone 


Tetephone leon 


LOCkIng tab 


2. Conneet the modem to the phane lin& 


Using the modular telephone cord that comes with 
your modem, plug one end of the cord into the 
modem’s telephone-line cO7rytectar, which has an icon 
of a modular elephone jade above it Plug the other 


end of the cord into a want phone jack, as shawn in 
Einunn 7D 2 


+ Note, if you cannot remove your phone from the wall, or 
if your phorn has a four.prong )adl you’ll need to get a 
modular adapter to complete your hsaUadon See 
Appendix E for irrsuuaions on how to zach the 
modular adapter. 
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Phone Jack ICon 


Warning 


MK NNNN MSC NNNN 


ART: NN x 15.5 pl ART: NN x 15.5 pi 
19 PI text to FN b/b 19 pi text to FN b/b 
Plug one end Into the Plug the other end Into a 
Ilx>dem wall 
Jack 
Figure 2'3 


Connecting the modem to your telephone 
IIne 


Hooking the modem up to your computer 


. Connect the data eable to your modem. 


Using the shielded data cable that you purchased 
separately, attach the round &pin conneaor to the 
modem’s Macintosh DOB, which is marked by the 
Macintosh icon Be sure that the Apple logo on the 
data able is fadn8 up, as shewn in Figure 24 


You can damage your modem. your computer. or both by 
connecting tttern together Incorrectty. Use the shlelded 
Apple data cable ttx:t is Oedncalty for your Joan Rivers 
modem. (The FCC requires a fielded data cable for we with 
this product.) 
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MSC NNNN 
ART: NN x 8.5 pl 
12 pi text to FN b/b 


Floure 2'4 
Conn§$cling the data cable to you modem 


Macintosh ICon 


AiDe logo 
2. $wtteh oH you Maelnt08h if you’ve tumed it on. 


3. Conneet the data eal)b to your MaelntO8h. 


Plug the unconnected end of your data cable 
into the modem port on yarr Madruoslt (this port is 
marked with an icon of a telephone receiver.) Figure 
2-5 presents the insalladon for a Madntosh Plus, a 
Macintosh SE, and a Macintosh IJ. Remember that 
joan Rivers will not work with a Macintosh 512K or 
Macintosh 512K enhanced 


Important Do not plug the data cable Into the printer port. The Joan 
layers modem will not work unlon you connect it to your 
computer's modem port. 


Setttng up the Joan layers modem 


MSC MSC 


NNNN NNNN 

ART: NN x APr: NN x 15.5 pi 
15.5 pl 19 PI text to FN 
19 pl text to FN b/b b/b 

Installation for MacIntosh 

Figure 

2'5 

Connecting the data cable to you 

computer 


Telephone icon 


Telephone Icon 
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Make nie the daa abb fits snugly. A flrm conneaion 
will ground the rncxlear, and prwetu radio and TV 
inerfererice. 


Attaching the pow©r supply 


The four Rivers mcxiear coun with a pawn supply, as shown in 


MSC 

ART: NN x 

12 pl text tO FN 
b/b 


Figure 
2'6 
The power supply for the Joan Rivers 


modem 
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Electrical current Icon 


Warning 


Here are the steps that you should follow to mach 
the power supply to your modem 


1. Make sure you Maelnta8h and the Joan Riven modern 
an tumed off. 


2. Conn=1 the pow+ wppty to your modem. 


Attach the power supply to the modem's power 
connector, which is marked by an icon of an electdal 
aunnt as shown in Figure 2.7. 


MSC NNW 
ART: NN x 8.5 pi 
12 pl text to FN b/b 


Figure 2-7 
Connecting the power supply 


3. Conneet the power supply to a power outlet. 


The Joan Rivers power supply b Intended to be electrically 
groulXled. It Fw a threeprong grounding t/pe plug. whlch is a 
saloN feature. This plug will it only a grounding.type AC 
outlet. If you are urnble to Insert the plug Into the outlet. 
contact a Ilcensed electTlidan to replace the outlet with a 
property grourxled outlet. 
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Connecting a printer 


To print fax lila, WIIt Jan Rivers Station aust tn 
eqlipped with a pdner. Following an insuuaions in your 
owner’s guide, connect the printer dincdy to your 
Madntosh. However, if your printer is pan of a 
network, aonrua jull Madntosh bO the network. 


sone IantIgHten print fax files much more dearly 
than 


Summary of completed 
installation 


aglle 24 prwida a diagram that shows how your 
Joan RiTes araletir should look winn it’s conaeaed and 
ready to use. 


MSC NNNN 
ART: NN x 17 pl 
a).5 pl text to FN b/b 


Completed Installation of the Joan I?tven modem 


Now that you’ve set up yau mcxiea\ you’re ready to 
install the Joan Rivers software. 
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Installing the 
software 


In this nation, youll make a startup disk for Joan 
Rivers, and then use the foan Rivers appliadon 
and the. Joan Rivers resource to give yau Joan 

A 8tarhrp disk contains the Rivers SBtion a name and to determine several other 


System nle. a Finder. and options. Here are the basic steps: 
other Information your 

Macintosh needs to start up 

the WHom. A startup disk 

can be elther a hard disk or 


3.5Inch disk. 
yee a Use the Installer to make a sump disk for Joan 


Rivers. 


The Inshller IS an application 
on your Joan F#ver3 disk 
for Joan Rivers. 


a Copy On Joan Rivers appliation to the startup disk 


Thien fOnee Ara ORe ATOR a Select and install some of the LQ (lettu.qullty) fonts. 


your Macintosh uses to 
produce high. quality printed 
images when sending fax nla 


a Use the roan Kivers ruauu to Sa OPTIONS SuCN as the 


Stwwhich is the mugaBe that appears on the top of a palred 

a Use tIn four Rivers appliation to assign your Joan 
Rivers Station a name, a pauworcl and several other 
options. 


Making a Joan Rivers Startup 
—— disk 


1:hb section tells VW how to make a startup disk for Joan 
Rivers. Fing yar’Il use the InsulIn to insall the most 
recent System software and the joan Rivers 
ruource on your new sunup disk. Then you’ll copy 
the four Rivers appUadon to the disk 


Using ttre Install+ 


Tile ktstaBer copiu the four Rivers eswrce to your 
startup disk's Spam Folder and updans the Sysem file 
to 4.1 or above while keeping any alsoaamaon the 
System file has, such as fonts, desk acasodes, or hard 
disk esouras. The Installer also undates the Finer 
to version 5.5 or atx>ve, _‘"Stalllng the software 


Important Joan Rivers will only work with the current system 
sofhwre-SWtem Ile 4.1 or above arKlI Finder 5.5 or 
above. 

If you’re using a hard dhl skip an first sep of the 
following instructions: 


I. eleate a startup disk by Inlitlallzhg a new, two. sided disk 
and draggling a Sy8tem folder to it. labe1 the disk joan 
Rivers 


If you need stenby-step in$Suuaions on how to make a 
startup disk, see the section -Creating a Startup Disk- 
in your Macintosh awna’s guide. 


+ Me You an arm an edstin8 mK swup disk into a 
fain Rivers startup disk Hawwu, gjna the foan 
Rivers software and the LQ fonB regan a lot of 
space, irs %siu if you aeae a separae narup disk 
for fan River& 


2. Start up your MaclInta8h with the startup disk that you 
want to update for Joan Uveres. 


4. Open the In8taller. 


Either select the icon and chowe Open from the 
File menu or just double<lick the icon 


A tx>x appears that let’s you select the foul Rivers 
resource and the System software for your 
Madntosh. 


5. If you daft =3 the name d your startup disk in the top 
right part of the Install+ box, click the DNve button to 
whet your startup dlsk. 


TIn Installer updates the disk named in the box, as 
shown in Figure 2'9. 
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Disk to be updated 


MSC NNNN 
ART: NN x 8.5 pl 
12 pi text to FN b/b 


Flowe 2'9 
The Intaller box 


A ausa8e appears that says your Madntosh is 
figuring sizes. A few moments later another 
message appears that tells you the amount of fee 
spaa yar’ll have on your disk after the Installer 
oopies the Jan Rivus ruource. 

7. Seleet the eurrent Sy8tem 80ttware te/ your 
Macintosh by holding down the Shi# key and 
ellcking the name of your MaelntO8h, elthet 
Maelnt08h Pin, MaelntO8h SE, or 


Your Macintosh detenninu the amount of free 
space required for the seleced Sysem software. 


8. Cllek Install to Install the Joan Riven n8Ource and the 
eurent Sy8tem 80ftware. 


A message appears that says your Macintosh is 
installing the software. This may take a couple of 
minutes. You’ll know the irrstaUation pracus is 
complete when you see another message that says 
the installation was succusful. 


+ 8(X)K dish wen: if you have startup disks for other 
applications, such as a MacPaint starup disk, you 
may want to hrsall thc current system $oftwan and 
the faIn Rivers nsoura on the SWG@IP dbks. (Don't 
try to copy the joan Rivers application. it's 
probably too big-it's over 2CX)K) This way you an 
fax a single Madntosh docurncnt without having 
to swap disks back and forth tntween your current 


mi 1 and waur fnan 
appUadon’s startup disk Installlng the software 


9. Click Quit. 


Your startup disk now includes the most recent 
System software and the Jah Rivers nsoura. To 
fInish making the stamp disk, follow the steps in 
the next section to copy the Joan Rivers appHaaon to 
the disk. 


Copylng the Joan Rivers application 


1. On your startup disk, et+ate a new folder for the Joan 
Rivers applleation. 


If an your Rivers appUadon has iB own folder, yaur de£k©p 
will stay much neaer txcause the appbation will save 
incoming files to the folder, as opposed to $aaerin8 
them abart the desktop. 


To create a folder, use the New Folder command in 
the File arenu. Give the folder a desaiptive name, 
nie Startup disk, aea8e a new folder on a separate, blank 
isk. 
the Joan Rivers appUaaon and Joan Rivers 
Prefncaca file to the folder on this disk. By putting 
the Joan Rivers appHcation on a disk that is senna 
from the Joan Rivers resource and the System 
folder, youll have more free space to store 
incomIng files. Vhen VW want to use the 
appliation, stan up your 


MacinaISh with any startup disk and put the foan 


iS a file that stores Rivets 


Information about your Joan 
Rivers Station, such as the 
station's name and 
password. You'll learn how 
to set the options in the 
Preferences file later in thiS 
chapter. 
2. Copy the Jaan Rtven applleation and the Joan Rivers 
Prefereneee file from ttre Joan /Itiven disk to ttle folder. 


Select the Joan Rivers application and the Joan Rivers 
Prefennas file, and drag them to the folder you but 
made. 
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WIth LQ fonts installed 


WIthOuUt La fenn Installed 


MS; 

ART: NN x 

12 pl text to FN 
b/b 


Figure 2'10 
Print quality comparison 


Rttvn SUk)ns, you don’t need to use LQ fonts to 
produce crisp. dear images. That's house the 
print<luality depends on the type of pdrUU 
available to the four Rivers Saaor+either a 


Tle key onaept D keep in mind when sending fax 
files and Macintosh documents to joan Rivers 
Stations, is to use fonts that are common to tx>th 
stations. Otherwise, the receiving station won’t tn 
able to save irrcoarin8 file and documents using 
the original font; it will have to substitute a 
difFerent font For example, if you sald a MaclPde 
document that was wriaen in 12- point Helvedcaa to 
a your Rivers Sudon that des not have the Helvetica 


font, the receiving station will replace the 
HalvatiIca fant with ano of tho 19 noaint fantc that j 
(Ifa foan Rivers Station doa not have a font that you 


use often, yar an send the font’s 'suitase' to the 
receiving Joan Rivers Station with the Joan Rivers 
appliation. The operator of the eaivin8 fax station 
an then install the font in his System file. For 
irrsuuctions on how to send a Macintosh file. such 
as a font file, see Chapter 4.) 
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enacgng the LQ fonts to add to your System 
e 


The three LQ fonts disks that come with you fOla 

Rivers modem contain the bma, Helveaa, Symbol, 

and Courier fonts. (See Appndix A for example.) 

Which fonts you add to your System file delnnd on 

two faun, the sia of your sump disk, and which fonts 

and font sim yar nomrally use in yau work This 

~ atdre'all the Yont taaallia fi the’ System ‘ile Sh your hard 

isk. 

available on your startup disk), use the suggadons 
that follow to <beanine which fonts to add to your 


have a Ernited anarnt of disk spaa to work with while yar 
install 

2, and 3 in onbr to decide which fom you need to add. In 
your System file, VW should attempt to include all 

the fonts and font sizes VW nomully ue, and a font 
three times the size of each font that you want to 
print 


Using the Font/DA Mover 


Ttre Font/DA Mover is an appUadon that allaws you to add or 
enron either fonts or desk acassoties from any 
Sysem file. Each ofthe IQ Fonts DIsks has a Font/DA 
Mover. Use the instructions in this wlion D Buick 
yar as you add the LQ fonts. If you’re not familiar 
with the Font/DA Mover, or if you want a refresher 
course1 the section 'Usin8 the Font/DA Move- in 


<reas w= RAR Amba nearena ANAAD Ln ota Dw her ctan 


Q if yar want to add a minimum font set and grt 
right to work. and yar have enough disk space, 
add the entire font family on IQ Fans Dish1 


a if wn want to add a canplee set of fonts, and have 
enough disk SEna, add all the fonts furalies from 
disks IQ Fans Disks 7, 2, and 3. 


a if yar have lallied dbk spaa, selea only the fonts 
you need. 


+ Untled space To one more spaa on your sump disk, 
remove printing resources, documents, 
applicauons, desk accessories or fonts that 
you don't need 
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Setting the Station ID message and other 
options 


In this seclion, yar’ll use the Jun Rivers ruource to 
set the Station ID aessa8& Youll also set a few other 
options such as the Redials option, which 
deterrnkres the numtxr bf times your sudon redials a 
busy phoru nuarlw. Yau station only u=s thue options 
when you und fax ala with the Joan Rivers nauru. 


One you’ve done that, yar'e ready to txgin Here are the 
steps: 


Il. From the Hnder, eho08e ttre ChoO8er from the Apple 
menu. 


A box aplnars that shows an icon for the Joan 
Rivers resource and the icons of any other resources 
that are in your System folder. 


Figure 2'12 shows the pointer clicking the fOla Rivers 
modem icon 


MSC NNhN 
ART: NN x 8.5 pl 
12 pi text to FN b/b 


Figure 2'12 
Selecting the Joan Rtvers re©wce +lcon 


Either dick the Chooser’s dose box or choose Close 
from the File menu. 


4—Qpen a window on your deatop. 


To complete thae steps you must open a window so 
that you can Choose the Print Catalog command and 
use the Joan Rivers 


resour 
ce. 
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To opa a window, either double'click your startup 
disk’s icon or select the icon and then choose the 
Open command from the File menu. - 


S. ChaO8-+ Print Catalog from the nle menu. 


A box appears that shows several options for the 
fOla Rivers 


6. elk:k the Set up button. 


A box appeals, as shown in Figure 2-13, that lets you 
enter your station's phone number, and set the VIn of 
dialing, the ,number of edials, and the ideaaficauon 
message. 


MSC NNNN 
ART: NN x 8.5 pl 
12 pl text to FN b/b 


Figure 2'13 
The Setup box for the Joan Rivers resource 


7. If you station usa a rotary.dlal phone cllek the Pubes 
option. 


8. If you want your Jaan Riven Station to tedlal a busy 
phone nunbet, enter a number ta/the Redlals option. 


The numtnr you enter tells your modem how many 
times to redial a busy phone line 


9. If you want your Joan Riven Station to Idenilly Itself to 
the roeelving fax maehline, entel your statlon’s phone 
number. 


You an enter any phone numtnr up to 20 
characters. When you send a Macintosh document 
to a fax machine, the number that you enter for 
the phone numtxr option will appear in the 
receiving fax machine’s display area-provided that 
the fax machine has a display area _ for 
identification numtxrs. 
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The term fax station 
refers to both fax 
machines and Joan Rivers 
Stations. 


10. If you want your station to send an Identincation 
message, 

leave the Send Station ID meuags option selected, 

and enter a rn+naae fot the Station ID option. 

For the Station ID option, you an enter any message 


up to 25 chanaers. For example, you might type the 
message, From the Boston Office. 


If the Sad Station ID mugaBe option is selected then 
the Station ID mugaBe, the current date and time, 
and the file’s page nuartnr will appear on the top of 
each page when the receiving a= statIon prints fax 
fila sent with the Joan Rivers resource. 


+ Note The page nuarinn of a palred fax file will always 
start with 
your Macintosh 
document 
If yar don’t want to send an idenafiation message, 
deselea the Send Station ID message by dickalg it 


11. GEek OK to save the station options. Click Called to return 


Assigning a name, a phone number, a 
password, and-a dlaling mo cl@ to your 


etatian 
In this seaion, yar’U un the four Rivers appliation to 


assign your four Rivers Station a name, a phone 
numtnr, and a password-lf desired Yar'a also un the 
appliaaon oo set the dialing instrucdons for your 
station, either touch-tone dialing or rotary dialing. Thee 
seaia8s for your Joan Rivers Station are stored in the 


in yau second disk drive More you tx8in After you’ve 
done that, you’re ready to start Here are the saps.... 
1. Open the Jaan Riven applleatton. 


Select the Joan Rivers application icon and choose 
Open from the File menu, or simply double<lick the 


icon. 
A tx>x appears that asks yar to =lea an address book 
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2. Click New. 


An untitled Joan Rivers document appears. To 
complete the steps in this section, you don't have to 
know anything about address b(x)ks or the icons in 
the window. However, if you're curious about the 
document window or address books. see Chapin S 
for more infoanation. 


3. Chane Fax SehlP fig>In the Fax menu. 


A tx>x appears, as shown in aglIle 2-11, with options 
that let you set the name, phoru awnInG pasrword, 
and the type of dialing for your four Rivers Station. 


MSC NNbN 
ART: NN x 8.5 pl 
12 pl text to FN b/b 


Figure 2'11 
The Fat Setup box for the Joan niven application. 


4. Type a name /ot your Joan Riven Station. 


Your foul Rivers Station uses this name to identify 
itself to the receiving Joan Rivers Station. You can 
use the suggested name, Joan Rivers, or you an 
type a new name. 


To enter a new name, double<lick the eHstin8 entry 
and type the maine. The naaif: aa tx up to 20 
chanaers and it can include spaces or any Charaaer 
dw you an type. 


Gernnlly, it’s tnt to assign a name that denHtm the 
location of yau Jan Rivers Station, arch as Western 
Sales Office. 


g. Typ® your statlon’s phane numb+ go that your Joan Rivers 
Station can Identtty It8df ta the r+es*jying fax maehine. 


Yar an enel any nulIntzr up to 20 
characters. 
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Polling enables a fax station 
at one location to retrieve 
Iles and documents 
automatically +am a fax 
station at another location, 
YOu'll learn more about 
polllng tn Chapters 4 and 

5 


An In<areuf addren IS a Joan 
Rivers Station that 
temporarlly stores files 
before forwarding the ales to 
their nnal destination. You'll 
learn more about In<areof 
adaresses in Chapters 4 and 
Ss. 


If the receiving fax machine has a display that 
shows icbnancadoa nuartnn, the numtnr that you enter 
for the Phone NumInr option will appear in that fax 
machine's display area when you send a fax file 


wunth tha faln Riware anntlatinan 


Although you an eau any number, generally you 
should enter yau station’s phone numtnr so that the 
operator of the receiving fax machine can easily 
identify your sacha 


. If you want to re8I1I61 the other Joan Riven Stations 


that eat aec8°¢8 your station, typo a password. 


The password an tx up to 20 chancbers. It can only 
include letters. 


Entering a password protects your Joan Rivers 
Station in cvo ways. First, it prevents unauthorized 
people from pollIng your station to receive your 
station’s file that are waitIng to tn sent. It also 
keeps people from using your station as an in.care- 
of address without your Fnanission. (if your station 
stores and forwucb an envelope at the eqirat of 
another station, the phone company bills you for 
the forwarding phone ans.) 


Note Only otha four Rivers Stations will check to 
see if your station has a password Fax machines 
will automatically bypass this option 


Vhea you type a passworcl it will appear as large 
dots. IbIs prwencs other people who might happen 
to see the Fax Setup box from learning your 
password So you don’t forget your password 


consider writing it on a pba of paper and storing it 
ina safa nlze& 
You anna edit individual lean in the pasywonl if you 


ever need to change your password, double click the 
password to selea all the letters, and then type the 
new pasgworcl 
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If you enter a password, don’t forget to notify the 
appropriate people. 


7. If your dutton une a rotary'dlal phones, ellick the 
Pulse 


8. CHek OK to 8ave the 8tatlon 8¢ttlIngs. Choue Quit from 
the File menu to bays tite applleatkrn. 


You’ve nav irutalled and prepaled the softwale for 
your Joan Rivers Station Follow the snp in an men 
3eaion to out your station to 


— esting your modem 


yau four Rivers modem properly: a power test and a phone test. 


Th© power test 


On an right sick of the mcxbm’s back panel you’Il see the 
power switch Press the upper part of the switch to tum 
the modem on. lehen the green indicator light on the 
mcxiem’s front panel comes on-and stays or+you 
know the rncxlem is reaivin8 power. 


If the green indica ©r light das not come on, check 
the following: a Be sure that yar have conneabed the 
mcxiem’s power supply 
firmly to the modem and to the power outlet 
Q if you are using a power strip with an on/on 
switch, make sure the switch is almed on 
D if you are plu88inB the m<xlem’s power supply directly 


into a wall, check to ne if the outlet is controUed by an 
on/off switch on the wall. 


If the modem’s indiator lights flash back and forth 
between green and yellow, take the modem to your 
dealer for service. 
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The phone test 


If yar aonrrea£d a elephorn to your modern, try the phone 
est in a phone test, lift the /eave oa your telephone and 
listen. If you an Inn a dial torn yau telephone is 
working properly with your modem. 


If yar don’t get a dial 80re wtnn VW pick up the eaivu, 
check the following: 
a Make sure yau telephone is work&r& Plug the 


telephone back 
into an wall n verify the dial torn if yar an hear a dial 


tone, 
yar kam ylxu telephone is ok; the prcaMan maybe 
that the Joan Rivers mcxiem is incompatible with 


yau telephone system TlIle faan Rivers man _ is 
alike aire that the 


network. Telephoru and telephone lines made fora 
a Tan the elephore able that aau with yau mcxlem by 


bar a dial torn, realm the cable to your dealer for replacement. 


still annot hur a dial torn bring the mcxiem to yau 
dealer for service. 


What’s next? 


Your four Rivers Station should now be rudy. In the 
next chapter, you'll learn about some of the things you 
an do with joan Rivers. 
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Sending.a tax file 


In this chapel, yar:11 learn how to send a fax file to a 
fax machine at 11 o’duk tonight, after the phone 
rates have decreased. Here are the basic ups: 


1. Use the Jun Rina ruoura to make a fax 
file 


2. Use the four Rivers appUacion to make a Joan 
Ain Joan Rivers dosumstit'is.a Rivers doarmart that tells you sadon when n send 


set of instructions that tells the fax file. 
your station what filles and 

documents to send. how to 

send thorn. and where to 

send them. 


3. Before having work for the day, open the foan Rivers 
document and leave it on Blu desktop, so that at 11 
o’dock tonight your station an sald the fax file 


Silla this is the first time you’re using the yoan 
Rivers appliadon, you'll have to inducb an 
inerarediae step-adding the receiving fax machine’s 
addres to yau address Ux>k After you’ve added the 
address, VW an save your addre© txx>k so you don’t 
have to add the address again when sending other 


files to the same fax machine. 
You'll learn about acldrones 
and address books tatar in thiS 


chapter. 


—Turning on your modem 


I. If you modem b not already on, pnu ttre power switch 
on the baek panel d tin modem. 


For this example, the green indicator light must be on 
Figure > 1 shows the select switch and the two 
indiator li8hts-qhe green ore and an yellow one. 
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MSC NNNN 
ART: NN x 8.5 pi 
12 pi text to FN b/b 


Floure 3'1 
Front view of the Joan Rivers modem 


The green Indicator 
IIght 


The yellow Indtcator 
light 


The select tWitCh Only one of an indiator lights will tn lit when the 
modem is on. Vhea the green indiator light is on, 
you can use the joan Rivers mcxlem. When the yellow 
indiator light is on, you can use a perlIpheral device 
that’s connected to the pass.throughmexlem port 
(Figure 2'1 showed you which port is the pass. through- 
modem port) 

hardware. such as an 

Apple Personal modem. 


that can be controlled by 
a computer 


identially to the mcxiem port that is on your Macintosh. 
In most cans, you’ll un the pass.through.modern 
port to add a general-purpose mcxiear, such as the 
Apple Personal modem. Hawwer, you an connect other 
pieces of equipment, such as an bna8eVdtu, to this port 
(For instructions on the way to add an 

extra piece of e9ripment to the pass- 
through.modem port, refer to Appendix D.) 


To change between the green indicator light and the 
yellow indiator light, plus the se lea switch This 
switch allows you to select either the foan Rivers 
modern or the peripheral device that's connected to 
the pass-through-modem port. (For a_ technical 
desaiption on how the modem works when you select 
either the green or yellow indicator light, see 
Appendix F.) 


SerxilIng a fax ale 33 


The slding bar 


2. Turn on the modem’s 
volume 


The volume control for your modem is a sliding bar 
that’s looted on'the side, as shown in Hgun bZ 


MSC 

ART: NN x 8.5 
12 pi text to FN 
b/b 


Figure 


The Hiding tx:r that controls the rtndem's 
volune 


Volume inaeasa as yar move the bar towucls the 
front of the arodeat Turning the volume up lets you 
monitor the modem's progtess when it is either 
sending or receiving krfomladon. You an listen to 
your modem when it’s dialing a phone number or 
when it’s answering a phone call-you’ll hear a high- 
pitched sound. 


Making a tax file 


Now that yar’ve rudied the modem, your next sep is to 
aeate a fax file To make a fax file, start with an uisan& 
Madntash document and then un the four Rivers 
ruouree to convert a copy of the Madntosh dutrmeat to 
fax-file foanat TIle joan Rivers resource savu the new fax 


file n yau disk After you’ve made the fax file, you'll send 
it with the four Rivers annhaaan 
Hae are the steps to ann a fax file, 


I. Start up your Macintosh with the Joan Riven Startup 
disk that you made in Chapin 2. 


If you don’t have a swtup disk for foan Rivers, turn 
to Chapter 2 and compleBe the steps in eMaking a 
Joan Rivers Startup Disk.” After you’ve made the 
startup disk, realm to this seaioa. 
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The Joan Rivers resource Icon 


A window appears that shows the faan Rivers 
resource icon and the icons df any other resources 
that are in the current System folder. 


MSC NNNN 

ART: NN x 8.5 pl 
12 PI text to FN 
b/b 

Fig3'1 H 


The Joan Rivers esauce automadally selects the 
modem part for yar-you don’t have to dick it 


Either click the Chooser’s close box, or choose 
your appliation's Close command 


Almost any Madntash document that you can print, 
you can send as a fax file. Hawwu, to follow the steps 
in this example, open a word.pruusin’ document 
that’s about a page or less. 


. Change the text in your doeumetit to an La font. 


Select the text in your document and change it to an 
LQ font, such as bam 12. 


Rontwlen Fax machine print fax files much more 
clearly when the file’s un is in an LQ font 


7. Choue your applleation’s Print eommand. 


A tx>x appears with the options for sending a fax file. 
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MSC NNNN 

ART: NN x 8.5 pl 

12 pl text to FN b/b 
ng &2H 


+ Me Basicks allowin8 you to save a fax file to a disk, 
the Joan Rivers resource also lets you send an image 
of a Madntosh doarment dinaly to a fax machine ora 
faIn Rivers Station. Say, for uample, that the operator 
of the receiving fax machine wants a primed copy of 

To uansmit an 
image of the dcxua3etu nav, you mad errrer the fax 
machine’s phone numlnr in the Dial Nualtxr option 
and then click the Send tnaxirt in a matter of minu 
pdnted copy of your Macintosh documeat For steFbby- 
step instruaions on how to send a Madamsh 
document with the Joan 


8. elk:k the Save FI!e button. 


A dialog box apBars that displays a dinaory of the 
files and documents on your disk 


MSC NNbW 
ART: NN x 8.5 pl 
12 pl text to FN b/b 


9. Save the fa file to you Jjoan Riven Startup disk. 


alf the arent dIsk is not yau foan Rttnrs Startup disk, 
use the 
Drive buaoa to selea this disk 


2 Type a desaipave name for the fax 
e. 
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a Click Save. The Joan Rivers resource saves a 
copy of the document as a fax file. The fax file will 
be marked with the word Fax written across the 
front of the file. If your wordprocessih8 application 
normally displays a message while printing a 
deceument the musa8e appears now. 


la. Quit your word'proee8dng applleation. 


This is a 8cxxi time o take a break and review what’s ben 
prueated so far. When you're rudy, go to the run seCtion 
where you'll start learning how to use the four Rivers 
appUation. 


Opening the Joan Rivers application 


second disk drive. You should have allUdy made a disk 
for the appUadOD by foUowin8 the steps in 'Makin8 a 
Joan Rivers Startup disk' in Chapter 2. 


1. Op+1 the Joan Rivers applleation. 


To open the four Rivers appUation, either double-dick 
the Joan Rivers application icon, or select the icon 
and choose Open from the File menu. 


A dialo8 bax appears that asks you to wha an 
address book. 


MSC NNNN 

ART: NN x 8.5 pi 

12 pi text to FN b/b 
Fig 341H 


2. Cllek New to enate a new address book. 


A new, untitled Joan Rivers document appears, as 
shown in Figure 3-3. A fein Rivers document 
window has a title bar, a close box, saoU ban, and 
several new items-the New Envelope Stack, the 
Vastcbaskct, the Envelope View. and the Addrug IIst 
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MSC NNbN 
ART: NN x 17 pl 
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The Joan aven dcx:ument window 


The close box lets you close the window 
The title bar flaws the name of the doaument 
These scroll bars let you move your document up. down. a to the gde8 to see c3tferent parts of it 


The New Envelope Stack let3 you create electroniC envel®n to hold Him you WU envelopes to other 
Joan Rivers Stations and fax machines 


The WageDa shot tet: you throw away envelopes and adaeseg 


The Ackllegs List displays the addre©es for the cwrent addre gs 
book 


ThIS scrOll bar leN you move thrOugh the entrles in ttl© adOnlS book 


The Envelope View show3 tho envelopes in your current docunent 


If you'd like to know more about the joan Rivers 
document window, refer to Chapter 5 for a thorough 


deSaipaoa. 


Adding an entry to your address 
book 


Now, you are rudy to add a sample add:eu to your 
address book. 
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A Joan !?tven address represents 
a Joan Rivers Station. 


An address book stores foan Rivus addrasa and 
fax.machine addlesses. Each address has spedal 
in$uucdons that ell your Joan RiYu3 Station how n 
send fax files and Madntosh files. The inswaions 
inClude infomradon such as the phone numtnr to 
dial and the time to send the envelope. You an have 
as many address txx>ks as yar want, but for ach 
Toan Rivers document, only one addreu tx>ok an tn 


For this enmple, you can give the address any name 
and phone nurrrtw you like. However, you aunt set the 
Bat Time option and Station Type option to 11 PM lad 
Fax, nspecdvely. Here are the steps : 


1. Ctroue New Addreu from the Address Book menu. 


A dialog tx>x appears with the address, options. 
You don’t need to know what each option means to 
add an address, but if you’re cuBan refer to Chapel 5 
for a desaipdon of the options. 


MSC NNbbI 

ARr: NN x 8.5 pl 

12 pl text to FN b/b 
Fig &5H 


. Type the name ol the addreu. 


You can type any name, up to 20 chancten in length. 


. Type the pl\one number forthe address. 


You an type any phone numtw. It dmsn’I matter if 
the numtxr corresponds to a fax machine tncause, 
for this example, you don’t need to make your foaa 
Rivers Station dial the phone 


You an use parentheses, dashes (.), and spaces in 
the phone numtnr to make it easier to read if 
you’re using a telephone syseln that equins you to dial 
a number-usually a b40 get an outside line, type a 
comma (,) after the number. For example, you might 
type 9, (415) SSS-3267 . 


Sealing a tax file 


4. Sd the Best nme option to 11 PM. 
a For the Halr option, type 11. 
a For the-Minu8e option, type 00. 
a Click the PM option 


g. Cllek tin Fax option 


Clicking this option tells you sadon that the eaivin8 
fax station is a fax machine. 


MSC NNM 
ARr: NN x 8.5 pi 
12 pl text to FN b/b 


6. CHek Add Entry to add the addreu. 


The address narne appears in the 
Address List 


MSC NNNN 

ART: NN x 8.5 pl 

12 pi text to FN b/b 
Fig &7H 


Notice the icon of a page next to the address. An 
address that reprunts a fax machine always appears 
with an icon of a page; an address that represents a 
Joan Rivers Station appears with an icon of a 
Macintosh 
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If you want, you an add entries for the fax 
machines and foan Rivers Stations that you'll use. 
Chapter 4 dacdbes the process to do this. 


7. Choue Save Addreu Book As from the File menu. 


The Joan Rivers application will then ask you to 
mame your address book. You can use _ the 
suggested name, FaxAdd=es3e3, or type a new name. 


After yar cb&errnine the name, click 
Save. 


Creating a Joan Rivers docum©nt 


Now you’re rudy to ann a fain Rivers dcxxrment that 
will tell your sudan when and where to send tIn fax 
file. The instruaions will tx in the form of an 
elecIronic wvek>pe. An envelope is a container that 
has contents composed of the alma of the files to 
send and an address that tells where, what, and how 
to send the files in the envelope. 


You'll make the foul Rivers document by first aadn8 an 
envelope, addtesin8 the envelope, and then adding the 
fax file to the envelope’s contents. 


As you work with envelopes, you’ll notice that an 
envelope icon changes. Vba yar first ante an envelope, 
the flap of the enveloFn icon is up, which indicates that 
it’s empty. Afar you add file or documents to the 
envelope, the flap fold down Later when yar send an 
envelope, the icon dims. 
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Creating an envelope 


MSC 

ART: NN x 8.5 
[12 pl text to FN 
69 

27'B 


2. Drag an enveloin from tt\* New Stack to the 
Envelol window's display area. 


An envelope appears with the words No Address written tnlow 
it 


MSC 

ART: NN x 

12 pl text to FN 
b/b 


Addressing your envelo 
1. Cllek ttre name ot the addreu in the Address Ust. 


2. Drag the addreu to ttte envelope. 


When the pointer is over the envelope, the envelope 
will darken. Release the mouse button The address 
name apFnars tnlow the enveloFe and tIn word Fax 
appears on the front of the envelope. 
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MSC NNNN 
ART: NN x 8.5 pi 
12 pi text to FN b/b 


By dragging a fax.machine address to an 
unaddressed envelope, yar make the envelope into 
a fax uvelope A fax envelope can only hold fax file 
and must be sent to fax machines. 


+ Note: By dragging a faan Rivers addless to an 
envelope, you make the enveloFn into a plaIn 
eavelope A plain envelope can hold Macintosh file 
and fax fiks; you must send it to other fOla Rivers 
Stations. 


hrtHng the fta/ file in the envelope 


I. Double '€11ck the envelolin. 


A window appears with sewnl options and two 
dinaodes. Tile dieaory on tIn left of the window shows 
the folders and fax files on your startup disk-in this 
case, the fax file that you saved; the directory on the 
right shows the contents of your envelope-which at 
this point is empty. 


MSC NNNN 

ART: NN x 8.5 pi 

12 pl text to FN b/b 
fig 3'11H 


The Add button darkens. 
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3. Click the Copy Files option to desaint it. 
For this example, you don’t need to use the Copy 
Files option. Chapter 4 eiplakrs when and how to 
un this option 

4. Cllek the Add butler. 


The name of the fax file appears in the 
envelope<ontents lis] 


MSC NNNN 

ART: NN x 8.5 pi 
32 pl text to FN 
b/b 


5. Cllek OK to ebu the window. 


The envelope’s flap is down, which indians that the 
envelope contains the fax file. 


Saving your Joe| Rivers document 


1. elleen Save Item tlle File menu. 


A dialog box asks yar to name the 
document 
2 Type a name tor the dwumenl and click Save. 


You have now created a foan Rivers document that 
will instruct your station to send your fax file to the 
envelope’s address at 11 o’dock tonight 


Chapter 3: Learning Joan Rivers 


Looking at the activity 
report 


After yar’ve and your Joan Rivers document, look at 
the activity report An aaivity report keeps track of 
all incoming and outgoing envelopes For the current 
fOla Rivers document The report is a handy way 0o 
check the sums of the fax files and Macintosh files 
that yar’re sending and eaMné&. Chapter Gdescritns 
some of the messages that may ocasionally appear in 
the aaivity report 


I. Choue AeHvity Report from the Fax menu. 


A window apFnars that shows the destination, 
origin, contents. and scans of the envelope that yw 
aued 


MSC NNNN 

ART: NN x 8.5 pl 

12 pi text tO FN b/b 
6g &13H 


2. Clan ttle window. 


Either choose Close from the File menu or click 
the window’s dose tx>x. 


Sending the envelope 


You an now quit the joan Rivers appliadon and open 
other appbations such as MacDrawEe. When you 
finish your work for the day, opa your Joan Rivers 
duument and leave it on your desktop. At 11 o'duk 
tonight, your fOla Rivers Station will automadcally 
send the contents of the envelope. After your station 
sends the envelope, the Joan Rivers application will 
dim the envelope icon. 


If you want to change the time that your station send 
the envelope, or if you want to send the envelope right 
now, refer to Chaper 4 for instructions. 
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Important if you entered a Hctttlot8 phono nwnber for the addrus. do not 
send the envelope. 


What now? 


If wn’d like, apartment with the your Rivers softwae on 
your own. Yar an add new entries to your address book, 
aute more envelopes, or explore other options in the Joan 
Rivers resource. When ValVe finished using the sample 
address book and the Joan Rivers document that yar 
made in this chapel you an delete them 


If wn want nu= Jan Rivers now, tum to Chaper 4 for 
step-by-step insuuaions of the Joan Rivers tasks. If 
you want to IaIn more about Joan Rivers’s features, 
refer to Chapter 5. 
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Chapter 4 


Using Joan Rivers 
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Introduction 


Of all the chapters in this guide, you’ll use this 
chaper the most oftar while working with fun Rivers. 
1:hb chapcer presents ste;>bysep insuuaions for all 
foam Rivers asks, and is designed so you can 

If you're using Joan Rivers for the first tian before 
you try to do anything else, ann an address txx>k by 
following the steps in the seaion ¢Adding an Addrus.- 
if you have already used Joan Rivers, you don’t have 
to read this chapter in any puticulu order. 


This chapter emphasizes the seFhby-step 
&rsuuadons needed to perform a task. If you’re 
looking for complee Urfoanadon on a partiaaar 
Joan Rivers concept or comaran cl see Chapter 5. 


Sending a fax file with the Joan 
Rivers 
resource 


Tle qdckat and usiat way to und a single fax file toa 
fax machine or another Joan Rivers Station is with 

the joan Rivers resource. Sending a fax file with the 
joan Rivers ruaurce is similar to sending a doarment 
to a pdn®er. You first selea the fO/a Rivers resource with 
the Chmet, open the Macintosh document you want 
to fax, and then use your arrrent appUation’s Print and Page 


from your active Madamsh document, temporarily 
stores it on your disk, and then delees it after 
tnnsmiuin8 it 


Here are the steps that you should 
follow, 


a Chowe the Choosu from the Apple 

menu. 

a Click the icon that npanats the four Rivers 
resource. The foam Rivers esarra autornatially 
selects the modem port, the port that conneas 
your Macintosh to the joan Rivers modem. 


a Close the Chooser window. 
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2. Open the Macintosh doe timent you want to und as a 
fax Ib. 


+ Far the M resui&® When sending Madntash 
documents to fax machines, make sure the 
documents. ext is in one of the LQ fonts 


3. ChoO08 you applleaHon's Page Setup eommand to set the 


A tx>x appears, as shown in Figure +1, that lets you 
set the page setup options for the fOla Rivers 
raource. 


application don not have a Page Setup command, 
choose your application’s Print command The 
Page Setup tx>x for the Joan Rivers resowce 
apFnan. After you set the page SFzdfiations and dick 
OK, the Print tx>x for the Joan Rivers ruource, 
cbscdtnd in the following step, appears. 


MSC 

ART: NN x 8.5 
I12 pl text to FN 
b/b 


Figure 
4.1 


The Page Setup box for the Joan I?tven 
resource 
8 1/4' wide. |1 2/3' Tall 


8 1/4' Wide. 12' Tall 

8 1/2' wide. Il' Tall 

8 T/2' wide. T4' Tall 

8' Wide. |l' Tall 

Fanfola paper 

Prints vertically on the page 


PlintS Sldeways on the page 
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Specine s no reduction 
Reduces the image by 
33% Reduces the Image 


by 66% 


4. Cheen your applk:allen’s Print command to get the Quallty 
wd Fage Range options. 


A tx>x appears, as shown in Figure 'b2, that lets you set 
the print options for the f can Rivers ruoura 


MSC NNbN 
ART: NN x 8.5 p+ 
12 pl text to FN b/b 


Floure 4'2 
The Print box for the Joan Rivers re$ouc © 


Highest.quallty resolution 

Clear resolution; faster than Best Qualtty 

SpeclOe s the pages to be saved or transmitted 

Dials a phone nunber for you 

Lets you dial a phone number 

DiqplciW the phone numbers for the cunerTt addre Ig book 


news the phone number to be 
dialed 


Sends you curent MacInto+1 document 


Saves a tax nle to a disk 
Opens an adcken book 
Let's you asslgn the setup options 


Djgnlaw a box that explains how to use the Joan 121ves resource 
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5. Click the Set up button if you want to change your 
statlon’s phane number, the menage that prints on the 
top of each paOs, the type of dialing, or the number of 
times your station r©dlal8 a bUsy number. 


A tx>x aplx&s with the Set up options as shawn in 


Figure 43 
MSC NNNN 
ART: NN x 8.5 pi 
12 pi text to FN b/b 
Figure 4-3 


The Joan Rivers ronurce Setup box 


a The Dialing Mcxb option lets yar set the type of 
dialing. 
Select either the Tone option for phones that 
use touch.tone dialing, or the Pulse option for 
phona that use rotary dialing. 


m1 m™ me om 1 1 wae 


Remember. the term fax station 
refers to both fax machines and , 
Joan Rivers Stations. 


a The phone aumknr option lets your four Rivers 
Station identify itself to the receiving fax machine, 
if the machine has a display that shows 
idendfiaaon numtns. You can enter any nwntnr up 
to 20 chanctas. Generally though, you should 
enter your station's phone number so that the 
operator of the receiving fax machine an easily 
icbndfy your station. 


a The Send Station ID message option insuuas the 
receiving fax nation to print a message on the top 
of ach page. The ausage includes the time, date, 
page number, and the krfonnadon in the Station 
ID option. To change the infomntioa in the Station 
ID option, double<lick the existing text and type 
the rev mange. 

Sending a fax ale with the Joan Rivers resource 
6. Enter a phone number. 


Use one of the following ways to cnet a phone 
numtw. 


A distribution Ist is two or 
more addresses that you 
have grouped together 
under one name. You can 
enV use <gsNlbullen lists 
when sending envelopes. 


a Tyln a phone numInr for the Dial Numtnr option 
to let the arcxbar automatially dial the numtnr 
for you. You an ener any numtnr up to 63 
chan@n. To make the phone nurntnr easier to 
read you an eallzd panatheses and dasha (-); aRq 
if you station is equipped with a phone that usa 
touchtone dialing, yar an un pound signs (+) and 
asterisks (¢). 


+ Note You can use modem corrunands-4he Touch- 
Tone Dialing mmrnancl the Pulse Dialing 
command, and the Pause command-in the phone 
nualknr. Refer to Appendix C for instructions. 


a if the Auto dial option is not already seleaet{ click 
the option 
now. 


Or 


a Click the Manual option so that you an dial a 
phone numbr yourself. 


Or 


a Click the OHa buaoa to open an address txx>k. 
Adinctory displays the addre® tx>oks on your 
cwrent disk. 


a Darbb<lick the addreu txx>k var want to open 


a Click the address of the receiving fax station. The 
Dial Numlzr option displays the phone numtxr of the 
address you seleaecl Notice this process 
automatically selects the Auto dial option. 


Note When yar choae the Print command again, 
the last address txx>k yar opened will automadally 
nappeu in the Joan Rivers lesaura Print tx)x. 
However, if yar move the addresstx>ok file after 
opening it, the addless-tx>ok display uea in the 
Print tx>x will tn empty. You’ll have to reopen the 
address book by clicking the Open buaon 
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If yar seleaed the Auto dial option, the modem 
dials the phone nulalIm foi-yar and sends the file. If 
your appliaaon noanaUy displays a print mugaBe, 
that message appears now. Also, if yau application 
les you stop pdntinB a document, you can use the 
appbadon’s command to stop tansaUtrh8 a fax file. 


If you $eleaed tin Manual option, a message appears that 
asks you to dial the phone nurnbu of the nceivin8 fax 
station. 


a Dial the phone numtnr. When the noeivin8 fax 
station answers the phone, you'll hear a high- 
pitched sound 


a Click OK Tte61£ is now at ia way. 
+ NeR \ilal dial the wrong phone nuarber, or if the 
operator of an leaving station answers the 


phone inmad of leain8 the fax station naive 
the call vou an hand up vour elenphore and edn. 


Important When you’re Hnlished using the Joan Rivers resource. use 


You'll learn about the 

option in the eighth gop of the 
fOlloWIng 

procedure. 


the Choaser to reselect your printer. 


Adding an address 


Vba you start using Joan Rivers, one of the first tasks 
you'll do is add cntda to your address tx>ok. Afer yau 
have cued an address tx>ok, yar can then addrus and 
send envelopes. 


An address tells yau Jan Rivers Sation where, when, 
and how to send envelopes. You an add two types of 
addresses, four Rivers addresses and fax-machine 
addresses. When adding an address, yar must enel 
the name, phone nuarber, station type. and time. If 
the address is a four Rivers address, you an select 
the Polling 


To complee the following mps to add an address, 
you must have already opened the Joan Rivers 
appUadon. 
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A box apppan with an address options as shown in 
Figure +4. You an move around the box and selea 
difFerent options by passing the Tab key, or by 
seleain8 an option and clicking it. For a desaiption 
of the address options, see -The Address Options- in 


Chapter 5. 
MSC NNbW 
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Floure 4'4 


The New Addre© box 


2. Type the addreu nan& 


Val an give the fax station any name you like, as 
long as the nairn is 20 charaaen or less. Howwer, it 
is a good idea to assIgn a nairn that desaitns the 
loation of the fax station. such as Boston Sales 
Oflioe. 


3. Type ttle addreu phane number. 


Tle phorn numtKr an consist of 64 chanaen. You can put 
parentheses and spaces in the phone number to 
make the numEu easier to rad 


Val an also inducb several mcxlem commands-qhe 


Pause (.). Touch.Tone Dialing CD. and Pulse Dialing 
acms to an outside Urn. To use the Pause command 


type a comrna after the numtnr like this, 9, (435) SSS- 
2452. 


Use the Touch.Tone Dialing command or Pulse 
Dialing command to override the type of dialing 
that you set WIth the Fax Senrp coaunand For a 
ckscdpdon of these modem commands, see Appendix 
C. 
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4. 


+ 


If thls addreu is a Joan Riven Station that tins a password, 


TIn pauword that you type appears as large dots. If 
you make a mistake when typin&8 a lee& you can 
use the Backspace key to collect it Howw% if you 
want to change the entire password, double<lick 
the entry and type the password again 


Since passwords do not appear on screen, consider 
writing them on a piece of paper so that you an 
refer to it later in case you forget one. 


Note IS VW do not eau a password for a eaMn8 sudan 
that use a passwonl you can still send envelopes to 
that station. However, yar anna prompt the station 
to send envelopes back to yar, lad you arrnot un the 
station © temporadly store an enveloFn and forward 
it-you an’t use the station as an in-care. of address. 


leave this option blank for faIn Rivers addresses that 
do not not have a pasgword and for all 
fax.machine addresses. 


Can Of option. 


The inanof address must tx a Joan Rivers address 
that you have already added to the current address 
book. If you don’t want to use this option, leave it 
blank 


. Enim the time when your Joan Riven Station will und 


envelopes to this addreu. 


Yarr fOla Rivers Station an send envelopes at any 
time, day or night 


For the Hour option, type a numlw from 1 to 12 For 
the Minute option, type a numtnr float 0 to 59. Don’t 
forget to select the PM option if VW want bo send 
envelopes after 12 noon. 


If yar enter a time that you’re not sure about, you 
can always change it later. For a complete 
discussion of the factors to consider when seain8 
the Best nme option, see Chapter 5. 


Note The seaiorrs in this chapter ¢Creating and 
Sending an Uwclop- and 'Scndin&8 Envelopes Now- 
show you two different ways how to und an envelope 
knmediaiely. 
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Remember. a distribution 
lIst is two or more 
acldresses thal have been 
grouped together under 
one name. You'll use a 
distribUtIOn IIst when you 
want to send one envdope 
to several fox statlons. 


7. If this 


Ire=nb a fat maehinse, ellek the Fax option. 


The Joan Rivers appHcation dims the Polling 
option. 


. CHek the Polling option if you want the reeejying Joan 


Rivers Statlon to 8end tHa envetoFU addrened to you. 


The Polling option lets you check your mail at. 
another Joan Rivers Station. 


After your four Rina Station sends an envelope, it 
can poll the receiving four Rivers Station to see if 
that station has envelopes addressed to yxn if it doa, 
it will send thwe_ envelopes back to you 
immediately, regardless of the time set in the those 


envelopes’ Best nme option. 


TIna are two difFaertl ways to add an 

addn.ss. 

a To add the addnss and realm to the duumart window, 
click an Add Bray button. The address name 
appears in the Address List Next to a Jun Rivers 
address, you'll see an icon of a Madntosh; next 
to a fax-machin address, you’ll see an icon of a 
page. 

Or 


a To add the address and dear the cunent address 
so you an add a mw address, click the New 
Entry button 


Keeping your address book up to date 


After yar aute an address txx>k, you should 
ocasionally go through yau bmk to delee any 
addresses that you do not need, modify addIesses 
that have changed, combIne addresses into a 
distribution list, and, Fnrhaps, print a copy of your 
address book so that you always have it on hand 


This scaion fuusa on then tasks and several others 
that will help you keep your address book UFHwhte. 
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When yar make any changes to your address tx>ok, 
you must use the Save Address Book coararaad or 
the Save Address Book As command tos¢ve the 
addresbbook changes. Tlle last three parts of this 
eaioa shaw the difFaent ways to save an address 
book 


+ Note Yar an also save addns&txx>k changes by 
choosing the Close comrnand from the File menu. When 
you dose a foan Rivers dcxrurnnt window, the joan 
Rivers appliadoa asks you if VW want to save any 
address+xx>k changes. Click Ya to save the 
changes. 


To complete any of the insuuaions in this section, 
you must have already opned an address txxik You an 
opa an address book by double<licking its icon from the 
Finder , by opening the foam Rivers appUadoa, or by 
openin8s a new or existing Joan Rivers doaurnac For 


To create a distribution 7a 
list 


I. ChoO8e Greate Distribution Ud from the Addree8 Book menu. 


A window appears with the distdbudon list options, as 
shown in Figure +5. For a description of these 
options, see -The Disuibuaon-ust Options- in Chapter 
5. 
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The New Distribution List window 


2. $elut ttre addreun forthe distribution Ilst. 


Selea the addresses you want by holding down the 
Shift key and by clicking the address names from 
the address.book directory in the New Distribuaoa 
Ust window. 


Keeping your address book up to date 57 


58 


You can create two types of distribution lists: Joan 
Rivers. dIstributIon IIsts and &=dllstribudoa IIsts. 
To make a joan Rivers<iistnbution list, selea Joan 
Rivers addresses; to make a fax<bstribuiion list, 
selea fax.machine addresses. You annot combine 
the two difFerent types of addresses in the same 
distribution list 


Note, A distribution list an include other distribution 
lisa of the same type To add an adstin8 distdbudon 
list to a new list, Shiftclick the name of the uisting lia 


.lyna narne tar tite dbtribution tht. 


You can type my name up to 20 characters. To help 
you remeartnr the list’s contents. enter a name that 
desaibes the addresses in the list, sub as Ux:al 
Sales Offias. 


. If you want an Intermediate Joan Riven Station to Store 


and fOlward envelopes to the di8trtbution Ibf, enter an 
in.eare.of addreu 


The in<areof address must tn a feIn Rivers 
address. If you don't want to un this option, leave it 
blank 


For tIn Halr option, type a numIn from 1 oo 12 For 
the Minute option, type a nualtnr &om 0 to 59. 


Fora complete disarssion of the faaors to consider when 
setting the Best bile option, see Chapter 5. 


. Add the dhtdbutton Hd to your addreu book. 


a Close the window. Arrnsa8e appears that asks yar 
to save the changes. 


O Click Yes. Tile distribution list appears in the 
Address List Next to a foan Rina<iistHbudon list 
you'll see an icon of three Madntosh computers. 
Next to a fax-distHbution list you’ll se an icon of 
three pa8a. Figun 46 shows these icons. 
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The dl3tributton.IIst Icom 


Page icons 


Macintosh icons 


To look at an address book 


HrIciiu. 


A window appears, as shown in Figure +7, with the 
address options for each entry-Station Name, 
Phone Number, in Care Of and Best Tum. Nan to 
each entry’s name, an icon appears that repeenis 
the type entry. For example, next to a Joan Rivers 
distribution list, you’ll see an icon of three 
Macintosh computers. 


If yarr addless book includes disuibudon lists, the 
addresses of each distribution list are indf£ned 
underneath the list’s name. A distribution list that 
you added to another distribution list appears in 
bold hues. 


K$opIing your address book tO to date 


An address 
A distribution Ist 
A neon&level distribution Ist 
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Figure 4'7 
The Addren Book u4ndow 


To }lect an addr©ss.book enta 


a Move the polnt+ 19 the Address Ust and ellek the 


addrees or distribution Ilst you want. 


The area around the seleaed address or distribution 
list darkens. 


Yar an only selea ore address or distnbution list at 
a time. 


To delet© an addr@©ss.book entry 


. Rom the Addren Ust, dick the adding or distribution list you 


want to throw away. 


Yar an’t throw away an adcBus-book entry that's 
used as an inareof address or that’s ben added to a 
distribution list 


. Drag the addreu'book entry to the Waste basket. 


The name disapFnan from the Address _ List 
However, if you cbdde you want to keep the addless 
or distdbudon list, you can recover it by chmsin8 
Undo from the Edit menu. 
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To change an address 


1. Rom the Addren Ust, 8¢locl the addren you want to 
chang& 


2. Chao= ttte Own Addreu Entry eommand from the File 


A tx>x appears with the address options for the 
seleaed entry, aS shown in H8tue 48. 
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Figure 4'8 
The Addreu Information box 


+ Short cut Double<lick an address to open it 


You can change any of the address options except 
the address name. Replaa existing text by double- 
diddng it and typIng the 


Fora description of the address options, see «The 
Address Options- in Chapur S. 
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4. Cllek OK to eonfirm the ehange& 


To chang© a distribution 
list 


I. From ttre Address Ust, 8¢leet the dbtdbutlon list you 
want to 


A window appears that shows the distribution.Ust 
options, as shown in Figun +9. 
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Figure 4-9 
The DistributlorbUst Information window 


If you want, you can open more than one Distribution- 
List Infomradon window at a time. Note that clicking a 
distribution list’s name in the Address List, always 
makes that distribution list's window aaive. 


+ Short aa Dwble<lick a distribution list to 
open it 


3. Change ttre dbtdbutlon'Ild options. 


You can change any of the distdbuaon-In options 
except the nairn. If you want to add or remove an 
address, Shift.click the name of address from the 
address-book dieaory that's in the Distribution-list 
Information window. 


For a description of the disuibution.list options, see 
'The Distdtnaon List Options- in Chapter 5. 


4. Save ttle ehange& 


o Close the window. Aausa8e appears that asks yar 
to save the changes. 
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a Click Save to confirm the 
changes. 


To print an address book 


1. If you hays not already 8¢b€ted your pinter with the 
Choorer, 8+leet your printer’s Icon now. 


2. Cheese Display Addnu Bmk from the Adding Book menu. It 
the window b on the deatop but b not acHvs, cllek Inside 
the window. 


sp+telfleations. 


Fora de3cdptioa of the Page Setup options, see - 
Using the Activity Report- in this chapter. 


4. Print the addre88 book. 
a Choa€ Print from the File menu. 


a Set the Print s;ndfiadons. (See ¢Using the 
AaMty Report” in this chapter fora cbsaiption 
of the print spccifiadons. ) 


a Click OK The address tx>ok tn8ins to 
print 

+ Note Vhen the addrus+x>ok window is aaive, you 
an select the joan Rivers lantra with the Choo=r 
and fax the address txxik to a fax sullen For 
insuuaions on how to use an Joan Rivers 
regatta, se -Sending a Fax File with the joan Rivers 
Resowce' in this chan(er. 


To name a new address book 


I. Choue $ave Acildmu Book from ttle File menu. 


A dialog box appears that lets you rlune an untitled 
address book. Notice that the application suggests a 


name, Fax Addresses. 
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2. Win a name for your address 
book 


Yar an use the su88a8ed addlIess.book name or you 
can enter a new narne'-that desaitns the address 
book’s contents, such as Sales Address Book. When 
entering a new name, you can use any character or 
symbol on the keyboard except Tab, Return, or tle 
colon key (:). You an use uppaase or lowercase leters, 


The Ejea button and the Drive button let you save the 
address !x>ok to another disk or folder. 


3. Cllek ttle Save button. 


To update an existing address book 


a Choue Save Addnu Book from the File meitu. 


The foul Rivers application automatically saves any 


recent chan8a that you’ve mack to the current 
addIr ce hank 
If Val are saving the address txx>k for the first 


time, a box appears that prompts yw to name the 
address tx>ok. See the preceding sedor\ To Narn a 
New Addles Book,- for the steps to do this. 


To save an addre' book with a different name 


A dialog box appears with a list of the confents on 
your current disk. 


. Win a new name te/ the adding book. 


Generally, you should assign your address book a 
descriptive name, such as clients’s addresses, so 
you won’t confuse it with joan Rivers dcxuarents. 


The Eject button epa the current disk, allowing you 
to insert another disk if you have an extemal disk 
drive, the Drive button allows you to select tntween 
the inemal and cxtemal drives. 


. Cllek the Save button. 


Choosing Save Address Book from the File menu will 
now save the address Ex>ok under the new name. 
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Creating a fax file 


1:hb section stx7ws yw haw to use the fun Rivers 
ruaua to save a copy of a Madrux>sh dcx:uaent as a 
fax file. You, aeae a fax file 

Rivers application. 

Saving a Madnrosh doaurnat as a fax file is simaz 
BO saving a printed version of the docurrent Yar nt 
the print and page specinadons for an fax file More 
you save it After saving it, add it to an envelope’s 
contents and send it to a fax machine or another 
Joan Rivers Sadorl For instruaions oa haw to send a fax 
file after yar’ve saved it, see 'Ceatin8 and Sending an 
Envplope,- which follows. 


a Cho®e the Choau &oar the Apple menu. 


a Click the icon that nptesen8 the f can Rivers 
esoura. You don’t have to selea the maiem port-the 
port that connects 
Rivers maria autoaratially selects this port Jot 
you. 


a Clue the Chao ur window. 
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Tile Joan Rivers raource does not convert your 
Macintosh dutrrnent into a fax file. Instead, the 
four Rivers resource uses the active document as a 
mcxiel and gates a fax file from the duuannt, leaving 
the original Macintosh document hua 


+ Far the £W muiR if you are sending this document 
to a fax machine, make sure the doararent’s ext is 
in one of the LQ fonts. Fax machines print fax files 
much more dearly when the file’s ua is in an LQ 
font 


3. Choae* your applleation’s Pag* S*ehIP command to nt 

the page 8ehIP option& elk:k OK to eontirm the 
eommand. 
Changes you make to the Page Setup box are saved 
with the Macintosh duurn£nt and the fax file. If you 
don’t want to keep these changes when saving the 
Macintosh documenl reset the page specinadons 
tnfore you save the dcxumenc 
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Chmu the appHatioa’s Print commrnd to display 
the Page Setup tx>x For the four Rivers 
ruowce. After you set the page spedfiations and 
click OK the Print box for the fOla Rivers 


4. Choue your applleaHon's Print eommand to set the 
Quallty and Page Range option& Clek OK to eonfinn the 
command. 

For a daaipdon of the Print box that appears, see 


Figure 4'2, 
5. Cllek ttle Save File button. 


A dialog tx>x appears, as shown in Figure +10, that 
displays the most recart filename yar used if you 
want to change the name, selea il and type a rev 
narn. 


To save de fax file to a difFerent disk, use the Eject 
and Drive buaons to select the clIMBat drive. 


+ Note: Whenever possible, save the fax file to your 
fOla Rivers Sunup disk This way you fax 61e will 
always be available to your foan Rivers Station 
when it's time for your station to send the file. 
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Figure 4'10 
The Save File box 


6. Cllek tt\* Save button to Save the file. 


If the appUcation normally displays a print message, 
the message will appear while the file is Mag saved 
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Havant, if your dIsk das not enough room for the 
fax file, you may see a different message. The exact 
words will vary from appUatiort'to appliatiorI, but 
the message should all you there is not enw8h fte 
space on tin disk if this is the use, delete 
unwanted files and documents from your disk and 
try again, or save an fax file to a diaerent disk 


Important When you're Hnidled udng the Joan Rivers resource, use the 
Choose to reselect you printer’s Icon. 


Creating and sending an envelope 


Yar un awdops to send fax lila and Madn@sh files. 
Sending a 

eaveloln’s address an contain special instructions 
that tell your sudan exactly how to smd the 
envelope For example, an enveloFn’s address an 
krgtruct your station to send the fila within an 
envelope to multiple destinations. 


Inch the fan Rivers appUadon, you an ante an envelope, 
addIng the envelope, and put files and documents 
in it You can sald the eweloFn immediaely or yar 
can let your Joan Rivers Station send an enveloFn 
according to the time that yar set in the address. 


The segreace of eating and sending an envelope is 
important After yar ante an arwloFZ, you must address 
it tnfore you can add Rla and docuaents. 


+ Note\i you want to send a Macintosh dcxument as a 
fax file-in an envelope-VW mla ant ante a fax file from 
the document by using the faIn Rivers resoura. For 
instructions, see eCeaun8 a Fax File,- Aut given 
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To mak© an envelope 


2. Drag an enveloin from the New Envelope Sleek to the 


An arvelope appears with the words No Address written 
blow it The envelope flap is up, which indicates the 
envelope is empty. 


To address an envelope 


2. Drag the addreu'beok entry to tt\e enveloln. 


Release an main button with the pointu over the 
envelope icon or the words No Address . Tile name of 
the address or disuibution list appears tnlaw the 
envelope. 


Addressing an envelope with a fax.machine address 
or faxdistribution list, Hms the unaddressed 
envelope into a fax envelope. A fax envelope is marked 
by the word Fax written across the front of an 
envelope. Fax envelopes an only hold fax fan and 
anrst tn sent to fax machines. 


Addressing an envelope with a fOla Rivers address 
or a Joan Rivers<iistdbution list, turns. the 
unaddnssed envelope into a plain envelope. Plain 
envelopes areumwked You can put fax fBu and 
Madntosh files in a plain enveloFn. You an only 
send plain envelopes to four Rivers Stations. 


+ Me Yar an eaddrus an envelope by dragging a new 
address, of the same type, avel the envelope’s existing 
address. 


To put filles and documents in an 
envelope 


1. Double .€1ek the enveloBO you want to open. 


A window appeals with two lists, ai shown in Figwe 
+11. On the left side of the window is a list that 
presents the documents, files, and folders in yau 
arent disk. If the open envelope is a fax envelope, 
only folders and fax files appear. On the right side 
of the window is a list that presents the contents of 
the current envelope. If you have not already 
added anything to the envelope, an list will tn empty. 
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Figure 4'11 
The Envelope Contents window 


2. If you want to look at a ta/ tile belon adding it to the 
envelopeeontenb list, 8eleel the fat flle and click Open. 


A window appears that shows the contents of the 
file. To thumb thrw8h the lila’s pages, use the Next 
Page and Prev Page buttons. Vhea you are finished 
looking at an file, close the window. 


3. Seleet ttre file that you want to add to the envelope. 
eontents list. 


You an sdea sweal files at one time by holding 
down the Shift key and clicking the llama of the 
fBu or documents. 


Use an Drive buaons to select files or documents 
that are on difFerent disks. The arrows on the 
Drive buttons let you move through a list of vohrara 
in either d&eaion. 
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A volume is a storage device; 
it's a source of ora 
destination for Information. A 
volume can be a disk that's 
attached to your computer or 
to the same network as your 
computer. If you have more 
than one volume on your 
network. the Finder keeps 
track of the volumes by 
storina thelr names in a Ilst. 


After you’ve mack your seleaions, the Add buaon 
darkens. 


Note The Add button will not darken if you selea one or 
more folders. You cannot add a folder to an 
envelope’s contents. 


. Determine if you should leave It\e Copy Rbs option 


8el+eted. 


The Copy Faa option opie the sdeaed files to the fOla 
Rivers application's folder. 


When your nation sends an envelope, the files in 
the envelope. contents list must be available to 
your Joan Rivers Station. Otherwise, the faIn Rivers 
appUadon won’t tn able to find the files when the 
envelope is sent Using this option assuru you that 
the files in the enwlope40Ontents list will tn 
available. 


If the seleaed file are on the same disk as you foan 
Rtuers Startup disk, denlea this opcion 


Wi oho ,  . 5 es ie Sn MeCe oh A ob eS Se enna 


a that disk (the one containing the files) will not 
tn in one of your compuer’s disk ddvu when your 
station sends the files. 


. Pnn the Add button to add the 8e¢leeted files. 


The file nana appear in the enveloFx<ontents list 
and the Send Now buQon darkens. Only infoanadon 
about the files is added to the list; the files 
thearnlves are not copied to the envelope. 


Rememtnr though, if you selected the Copy Files 
option, the files are copied to the same folcbr as 
the fain Rivers application. Files copied in this 
manner are referred to as dupUatc nla. 
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A duplleate Ilb IS a backup 
Ile that is stored in the 
folder that holds the Joan 
Rivers application. Your 
Joan Favors Station sends 
duplicate ales when the 
orlginal Ile is not 


5. Tell you gallon when to und the envelope. 


Yar an send the erweloFn right now, you an let 
your station send the envelope according to the 
time akeady set in the Best nine option, or you an set a 
IWW artle for the Best Time option. 


a To send the envelope now, dick Send 

Now. 
A muu8e appeals telling yar that your station is 
sending the envelope. 


Or 


a To review or change tin Best male option, dick the 
Show AddIng Info txraort The sunil shows the 
time set forthe Best man option. 


If yar want eo change the dale, double<lick the 
Hour or Minute option and type the new time. 
Don’t forget to set the AM or PM option 
Confirm the changes and num to the EnveloFn 
Contents window. 

Changing an Best man option for an envelope 


dame not chana«ra tha Ract mala antinn in tha 


alling ahead to make are that the operator of the 
receiving yoan Rivers station has readied his 
egdpment to naive your files. 


The envelope’s flap is dawn which indians that the 
envelope is hill. If you clicked the Send Now 
button, the envelope is dimmed if you did not, the 
envelope is dark, which tells you that yau station is 
ready to send it 
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Working with 


meewralawnaa 


Like most Madn@©sh appUatioas, the Joan Rivers 
application eqriru yau to selea aa ob Pa tnfoe }ou an do 
anything with it. This section shows you how to select 
ore or more envelopes, and what VW an do with the 
arvelope after you’ve seleced it send it arrmediaely, 
move it ararnd the Envelope View, change the 
envelope’s addres, delee lila md documents from tha 
envelope's contents, or throw an enveloIn away. 


To lIlect mon than one envelope 


To select an envelope 


nane or anywhete Indde ot the 


a Podtion tin polnter alnve and to Ill* bit of the envelopes. 


a Drag dlagonally below md to the right of the enveloFns. 
Or 


a Hold down the Shift key. 


a CIM all eth+ envelopes you wi8h to select. 


Val selea each additional envelope as you click it. To 
unselea, click the arvelopc again while holding down 
the Shift key. 
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a Relea8e the Shift key. 


To send envelopes now 


1. Selut the envelopes that you want to send. 


coe an only selea envelopes that have an address 
an 


contents. 


a Cho08e tin Send Selected Envelopes Now command 
from ttre Fax menu. 


A message appears that says your station is 
transmitting files. Yau station sends the envelopes 
immediately, regardless of the tille set in the 
enwlops’ Best Time option. You won’t tn able to use 
the Joan Rivers appUadon until your station is 
finished sending all the awelopes. 


+ Note, Yar an also send a single envelope irnmediatdy 
by clicking the Send Now buaon in the Envelope 
Conents window. For instruaions on how to use the 
Send Now buuon, see 'CIeadn8 and Sending an 


Envelone- in this chapter. 
To open an envelope 


Yar an only open envelopes that are addressed and 
waiting to tn sent 


If you attempt to open an envelope that you have 
sent or received-including in-care.of envelopes-an 
error message apFnan. k>ok at the activity report 
for information about these envelopes. 


2. Choo= Open Envelope from the File menu. 


For vrerl envcloFn that you selea, a window appears 
that shows the erweloFn’s contents. 


+ Short cut Double.click an cavelon to open 
it 


Working with envelopes 73 


To move envelopes Inside the Envelope View 
1. Select the envelopes to be moved. 


2. Drag the envelopes to the new location. 


As long as yar are pressing the mouse button, an 
outline of the envelope follows the pointer around 
The envelope moves to the new loudon when you alun 


tha mauea hiaan 


Yar an return an envelope to its original spot by 
choosing the Undo command from the Edit menu. 


+ Note By holding down the Command key and 
dragging the envelope against the sicbs of the 
Envelope View, you an autnmatially saoU 
threugh the document and move the envelope 


The Command key is the at the uine dine. 
key next to the space bar 
that is represented by a 
propeller. shaped symbol. 


To change the address options for an envelope 


1. Double <lIlek ttle envelol you want to open. 


A window apInan that shaw the conents of the envelope. 


2. Cllek the Show Addnu Info button. 


A box appears, as shown in Figure 4-12, that displays 
the envelope’s address options. 


MSC 

NNNN 

ART: NN x 8.5 

pl 

12 pl text to FN 
b/b 


Figure 4'12 
The Envelope Addre® box 
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3. Chang© the address options. 


You an change any of the address options except 
for the address nairn. You an also select a new 
option, the Wait Until Polled option, which tells 
your Joan Rivers Station not to send the erweloln 
unless the eaivin8 fax station polls your station 
first 


Changing an address’s options in the Envelope 


Address box dms not change the addtess’s 
options in the address book. 


To change the distdbutlion.IIst options for 
an envelope 


I. Doubleellek the enveloln you want to open. 


A window appan that shows the coaents of the 
envelope. 


2. Cllek tile Show Address Into button. 


A window appears, as shown in Figure 4-13, that 
displays the enveloFn’s distdbution-Ibc options. 


MSC NNNN 
ART: NN x 8.5 pi 
12 pi text to FN b/b 


Figure 4'13 
The Envelope-DIistribution Ust window 


+ Note if you Int other windows on up of the Envelope. 
Distribution Ust window, you an ®ickJy bring 
the EnvelopeDistribution Ust window back to 
the top by clicking the Show Address Info buaort 
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3. Change the distdbutlion Ibf 
options. 


You an change the in-care.of address and Best Time 
options. However, you annoc’ change _ the 
distribution list’s name, and yar cannot add to or 


dalata fram tha dictrihution lct’c addraccac 


Changing a _ distribution list’s options in the 
EnvelopeDistribution List window does not change 
the disuibudon Hst’s opdons in the address bmk 


4. Confirm the ehang eh 


a Close the window. apFnan that asks yar to save the 
Annssal changes. 

a Click 

Save 


To throw away an 
envelope 
1. Sel eat the envelol that you want to throw away. 


Yar an selea more than one envelope if you want 


2. Drag ttle enveloin to the Wastebasket. 


The envelope disappears from the Envelope View. If 
you change your mind and want to recover the 
envelope, choose the Undo aoararand from the Edit 


meee 


Rivers appliation automatically removes the 
envelope from the aaivity report, and throws away 
any of the envelope’s duplicate files 


To remove files from an envelope 


. Double'ellek the envelope you want to open. 


A window appears that shows a list of the contents of 
the envelope. 


2. Click the nb you want to rentove. 


The Remove button darkens. 


If you want to =lea more than one file, hold down the 
Shift key while clicking the files’ names. 
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f 
or three 


Memary is the place in 
your Macintosh that 
stores Information whlle 
you're working WIth it. 


3. Plus the Remove button. 


The names. of files disappear from the list of the 
envelope’s 


collle nB+ 


Ptusing the Remove button does aot acually delete 
the selected files from your disk; it merely removes 
information about the Rla from the 
enwloFn<ontents list 


+ Me if an envelope has dupUate files, the appliation 
autoandally throws tin files away when you press 
the Remove button. 


Working with Joan Rivers documents 


A Joan Rivers deauuat stores envelopes that tell you 
Joan Rivers Station what fax files and Madntash files 


to send. 
IT vw ve used otner maaqruosn appilaagons to work wIitn 


documents, you’ll knmediatdy tn funiliar with the 
procedures in the fOla Rivers appliation The main 
difFerence is that you can open more than one 
dcx:uannt at a time. The numlxr of doamenB that you 


nmory. Generally, you’ll tn able to open at least two 
documents. 


When yar open an existing Joan Rivers document or 
create a new one, the foam Rivers appliation will 
always ask you to selea an addless txx>k Although 
the addIng-bOOk entHa appear in the dcx=umeru 
window, the four Rivers application will not save the 
address tx>ok with the d£xument txause four Rivers 
documents only store enveloFes. Yar must save 
address books separately. For hrsuuaions on how to 


save an addrus txx>k_ see 'Keenina Your AddIne 
In this section, you'll learn how to aeate new 


documents and open eHstin& ones, and how to name 
and save then To complete any of the following 
krsuuctions, you must have already opened the Joan 
Rivers application. 
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—_—_To create a new 


document 

I. Choose New from tite File 
menu, 

A dialog Un appears that asks you to sdea an addless book. 


2. Doubl+eHek the addreu beoek you want to open. If 
you want to tn a new addnu book, eltck New. 


A new uaaded duument appeals; you’ll name it the 
first time that you save it if you sele md an existing 
address book, the eatda appear in the Addless List 


The joan Rivers appliaaoa dials New if you an’t 
open any more documents. You’ll have to close a 
document before you can make a new on. For 
instruction on closing a document, see 'Clase- in 
Chapel S. 


To open an existing 
document 


A dialog box appears with a list of all the Joan 
Rivers documents that are on yau disk 


2. D<wbli+ellek the name of ttle doeument you want to ol In, 


A dieaory box appears with a list of all the address books on 


3. If you want to open ttre doeument with an existing 
address Inok, doubleellek the address Ex>ok you want. 


If you want to own the daeument with a new addreu 
hnal click Naw 


If the Open coaunand is dirnmed, you won’t be able 
to open another Joan Rivers document until you 
close one of the doalmcnts that's open 


—————————————1TO actIlvate an open 
document 
a Cllek anywhere in it to bdng it to the top, making it 
the aetlve document. 
You may have to move or resize windows on top to 
find the dwurnent you want to activate. 
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To nam© an untitled document 


1. elleen Saye Item IIn File menu. 


A dialog box appears. 


2. Win a narne for your doeument. 


3. Cllek the Save button. 


To save a document 


a elleen Saye from lire File menu. 


If you want to save a new doameat, the foan Rivers 
appUaaon will ask you to name it if you saved this 
document earlier, the Joan Rivers appliation will 
save it under the same name on the sarne disk. 


Until yar save a doarnent on a disk, it is stored only 
tempoadly while your Macintosh is on. Be sure to 
save your document frequently while you work to 
prevent acddenal loss. 


To save a copy with a different 
name 
|. ChoO8e Save A8 from tin Fil* menu. 


If yar want to save the copy of the current Joan 
Rivers document to a different disk, dick the Ejea 
buaon to ejea the current disk. 


Insert the disk you want to save the document to or 
click Drive if you have two disk ddvu. 


2. Type anew name forthe docurnent. 


3. Cllek the Save button. 


Choosing Save from the File menu will now save the 
document under the new name. 
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To quit the Joan Rivers application 


I. elleen Quit from Itn File menu. 


If a document is open on your desktop, the Joan 
Rivers appliaaon will ask you to save any unsaved 
changes for the current document 


2. Cllek Yn to 8ave the doeumeirt ehange& 
The Joan Rivers appliation will then ask you to save 
any unsaved changes for the arent address book 

3. Cllek Yee to Save ttre addnu'book ehange8 and qult the 
Joan Elven applleatton. 


If you want to quit the four Rivers appUadon without 
saving the addres+txx>k changes, dick No. 


Using the activity 
report 


This seaiar shows you how to open the Activity Report 
window and how to print the report 


Rerumlnr that the aaivity apart keeps track of the 
envelopes that yau station has sent and eawd By 
looking at the report you can tell if your files reached 
their destination or not; you can also tell what files 
your station sucrrmfully received. Badr joan Rivers 
document has its own activity report 


+ Note if you send a fax file with the joan Rivers 
ruource, the file will not appear in the aaiviV 


renort : 
To look at the activity report 


o Choue Aetivity Report from the Fax menu. 


A window appears, as shown in Figure 4-14, that shows 
each envelope’s destination, origin, contents, and 
status. 


+ Note Once you throw an envelope away, the 
Joan Rivers appUadon automatically removes 
the envelope from the actIVIty report 
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If a file or envelope did not reach its destination, 
you'll see the word Error wriaen immediately blow 
the file or envelope, followed by a brief error 
messa8e. Try to send the file or envelope again. If 
the second attempt fails, see Chapter 6 for help, 


MSC NNNN 
ART: NN x 8.5 pl 
12 pl text to FN b/b 


The Activity Report window 


A file that reached Its destination 
A file that did not reach its 
destination 


10 print the acttviIN repoad 


1. If you did not ahoady 8elut your printer, we the ChoO8er 
to 8eleet your printer's n+oures. 


2. Chaose Aettvity Report from the Fax menu. If the 
window is on ttre de8ktop but not acHvs, ellek In8Ide 


the window. 
3. ChoO8e Page SehiP from the Rb menu to nt the page 


A dialog txrx appears with the page scalp opcions. 
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MSC NNNN 

ART: NN x 8.5 pl 
12 pi text to FN 
b/b 

Fig 415H 


8 1/4- wide. 11 2/3' taN 

8 1/4' wide. 12' tall 

8 1/7 wide. |I' tall 

8 1/2' uHdo. 14' tall 

8- wide. t 1- tall 

Pints vertically on the page 

Prints gdeways on the page 

Prints correctly proporttoned objects 
Prints across the perforation 
Individual sheets of paper 


Fanfold paper 
If you’re using a printer other than an ImageWdter, 
this box may look slightly difFerent 
4. $et the page specHleation8 by clicking the appropriate 
EN>xe& Click OK to confirm the eommand. 


You only need to set the page specifications once. 
The Joan Rivers application remembers them. 
Later, you can choose Print directly. 

5. elleen Print from the File menu. 


A dialog tx)x appears with print spedficaaons that 
you'll confirm each time you print 
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MSC NNNN 
ART: NN x 8.5 pl 

12 PI text to FN b/b 
Fig 4'16H 


Highest'quallty printing 

ScreenqualFty printing; faster than High alallity 

Text only. one font. one font size: Raln Text. Bold. and UIXlerHne stUn mtV: Fastest speed 
Sped Ses pages to be pdraed 


Prints all pages in the document. from the Int page to last 
page 


Ff ran ta hea nrin 


Single sheets of paper fed individually Into the PUnter 

Fanfold paper fed continuously Into the printer 
If yar’re using a printer other than an Ima8eWriter, 
this box may look slightly different 


6. Sd ttle print onHleation8 and ellek OK to confirm the 


The report begins to print and a dialog box with 
three buttons appears: the Cancel button cancels 
the Print command, the Pause button susInnds 
printing, and the Proceed button resumes 


Looking at a fax file 


If VW don't know a fax file’s comBats, you an open the 
file and look at it by using the View a Fax File command 
in the Fax rrenu. 
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+ Note You an also view a fax file by clicking the Open 
buaon in the Envelope Conen8 window. For 
instruaions on how to use the OHa tnaon, see - 
Creating and Sending an Envelope” in this chapter. 


1. Choose ttte View a Fax File eommand from the Fax 
menu. 


A dinaory of the folders and fax files on your 
current disk appears. 


- if you want to selea a file on a difFerent disk, click the 
Drive buaon if you want to eject your current disk and 
insert a new disk, dick the Ejea buaon 

2. SeInt the tvr file that you want to view. 


The Open buaon 
darkerrs. 


Yar an only selea orn fax file at a 
time. 


3. Cllek the C>pea button to display Itle HI& 


A window apHalIS that shows a portion of the file. 
You an move through the window and look at all of 
the file by dickalg the Next and Prev buaons. 


Vhen you are finished looking at the file, close the 
window by either choosing the Close comaund from 


the File menu, or by clicking tIn window’s due Un. 
Receiving and printing fax 
files 


When the Joan Rivers appliadon is open, your foan 
Rivers Station automatically receives and stores all 
incoming fax files and Macintosh files. To print fax 
files after you’ve received them, dIme one of the 
print comrnands from the Fax menu. 


+ Note: Your Joan Rivers Station stores incoming 
files on the same disk as the Joan Rivers 
appUadon. Before opening the appliation, you 
should check the appliation’s disk. The disk should 
have plenty of flu space so that your station an 
save the incoming files. If you need more space, 
delete unwanted files and documents. 


Here are the steps to naive and print fax 
files, 
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